r 


UMASS/AMHERSr 


Hae  IHal  Court 


Classification  Study  -l^^il^^^^ 


\      .  ^    •  ■■■■  -.-^..vvi:  y-  ;„•■  .- 


r 


.^OmWME^T  DOCUMENTS 

■£^211987  ■ 

Onivsfsity  of  .fessacto 
Depository  Copy 


Jmuary  1987 


A 

Arthur  Young 

A  MEMBER  OF  ARTHUR  VOUNG  INTERNATIONAL 


•A 

ZjLA  a  member  of  ARTHUR  YOUNG  INTERNATIONAL 


Arthur  Young 


February  5,  1987 


~'       J.  '  •  V  •  ■ 


277  Par**  Avefiue 

New  York  New  York  10172 

Teiepnone  (212)407-1500 
Telex  TRTi  77704 


Mr.  Henry  Barr 
Administrator 
Trial  Court  Department  ^  . 

State  of  Massachusetts  ^'^H^^t    "h-jt/:  W.-'^iC       '  -j^.  ^r*:  v  x:* ij^/ 
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Dear*  Mr.  Barr : 


PI'"  "i 


We  are  pleased  to  submit  our  report  in  connection  with  our  work 
relative  to  Statute  Chapter  519  authorizing  a  study  of  the  job 
responsibilities  and  compensation  levels  of  Clerk  Magistrates, 
Registers  of  Probate,  Land  Court  Recorder  and  their  assistants 
whose  titles  are  categorized  as  Classes  I,  II,  and  III.  -=3^- 


We  have  enjoyed  working  with  you  and  yqur  colleagueiS  on  th;^^^^ 
project.     We  additionally  would  likfe;tckexi3ress"o&f^ 
to  those  individuals  who  partidipiated  in  ttie  study^i^'fo^*'t^ei^>- 
candid  discussions  of  the. issues.  -f'r^m'^-trt.ii^'X:- 

If  you  have  any  questions  regarding  this  repoj:tppli6aisw&'^  fe^ail  * ' - 
Richard  T.  Marooney  at  (212)  407-1684.  ^  -9:. 

Very  truly  yours,  •f?  >.nii£c- .      vpO   -:#Jj9.af  j 't;^,,  7^#o05.«&,  ..^f  • 


^  ..^.z:^':'.'-  -^h-:  ??£f?^?^'. 


INTRODUCTION 


This  report  documents  the  methodology  and  results  of  a  project 
conducted  by  Arthur  Young  and  Company  to  evaluate  certain  titles 
of  the  Massachusetts  Trial  Court  Department. 


The  project  was  based  on  the  recently  enacted  legislation 
mandating  the  inclusion  of  certain  titles  to  the  existing 
Classification  Plan  of  the  Trial  Court  Department ^  ^he'P.W 
legislation  designated  the  titles  into  three  class  groupin|jsr,^r  t .% 

■■'JO '3  Tit 

The  titles  that  were  the  focus  of  this  study  and  their  groupings 

are^a%^follo^s:^,i.  nry^.:.':^^^^^-:       ^.  ,  .j-:^.         r  .-c'r^v  r 


c 

Class 


-  All^Qlerks  of  ;<;9urt  ,ln,t,hf  SuperJlor  Court  Department 

-  riAll  ^Gl§cks/Magfist|^t;^s.Jip^^^^^ 

-  All  Cierlks/Magisttatds  in  the- Boston  Municipal  Court        — - 
Department  _  ^  .  ^, 
All  Clerks/Magistrates  in  the  JUv^nile  Court  Department 

-  All  Clerks  pf.  Court., in  t^e  Housing,  Court  Department 

-  All  Registers  of  Prbbate  in.  the- Pfbbate, and  Family  Court 
Department  -^'^  ^-.:^z> 

-  The  Recorder  of  the  Land  Court  Department 

Class  II  r-..  ^ 

-  All  First  Assistant  Clerks  of  the  Superior  tiourtT 'DieiSJtrtmeht 
All  First  Assistant  Clerks  of  the  District  Court  .Department 
All  First  Assistant  Clerks  of  the  Boston  Municipal  Court 
Department 

-  All  First  Assistant  Clerks  of  the  Juvenile  Court  Department 
All  First  Assistant  Clerks  of  the  Housing  Court  Department 
All  First  Assistant  Registers  of  the  Probate  and  Family  Court 
Department 

-  The  Chief  Title  Examiner  in  the  Land  Court  Department 
All  Deputy  Recorders  of  the  Land  Court  Department 


CHAPTER  I 


STUDY  TO  DETERMINE  COMPETITIVENESS 
V        OF  TRIAL  COURT  COMPENSATION  LEVELS  v 

OBJECTIVE     ■  £  v 

In  order  to  attract  and  retain  competent  employees,  the  Trial  -  i 
Court  must  offer  competitive  compensation  vithin  the  labors;  .  i;.. 
market.    The  objective  of  this  phase  of  the  study  was .  tO;  review  i, 
the  competitive  position  of  the  Trial  Court's  compensation 
structure.    The  competitiveness  of  salary  structures  is        i  -Ui; 
frequently  ascertained  by  selecting  a  sample  of  the  total  number 
of a job  titles  within  a  Classification  System  for  external     -  . 
competitiveness  review.    When  the  Trial  Court  Classification  Plan 
was  originally  instituted,  12  titles-were  thus  selected  as  ainri'^ 
sample  in  order  to  develop  competitive  salary  data^.  This  sample  : 
was  comprised  of  benchmark  positions  which  represented  the^j  ,3;, 
Compensation  System,    Benchmark  titles  were  selected  on  the: 
following  criteriase-r        jvi^-^      i-^--  ^'r't  =vr  c-; v--^-: jr*  -i   -e.' : 

•  Titles  that  represent  a  significant  number  of  employees. 

•  Titles  that  represent  the  entire  scope  of  classification 
levels. 

•  Titles  that  represent  major  areas  (e.g.  accounting, 
clerical,  data  processing). 

•  Titles  that  represent  clearly  recognized  jobs  both 
internally  and  within  the  external  market. 


questionnaires  distributed  and  returned  by  title.  These 
questionnaires  were  utilized  not  only  to  collect  and  document  the 
duties  and  responsibilities  of  each  position  but  also  as  an 
important  analysis  step  prior  to  interview  sessions.     The  73% 
rate  of  returned  questionnaires  from  such  a  large  group  of 
individuals  was  more  than  sufficient  to  provide  the  base 
information  required.     A  copy  of  the  questionnaire  used  in  this 
process  is  found  as  Exhibit  II. 2.  . 

TITLE  INTERVIEWS 

During  the  week  of  January  5-9^,  19B7,  a  total  of  29  interview 
sessions  were  held  with  title  incumbents.    These  interview 
sessions  were  generally  held  with  a  group  of  incumbents, 
although,  depending  on  the  title,,  a  smaller  set  were  conducted  on 
a  one-to-one  basis.     A  total  of  107  individuals  participated  in 
the  interview  process.     Class  I  title  incumbents  numbered  37 
(35%),  while  24  (22%)  and  46  (43%)  incumbents  participated  in 
Class  II  and  III  interviews  respectively.    These  interview 
sessions  were  held  in  order  to  gain  a  more  complete  understanding 
as  to  the  breadth  and  depth  of  the  responsibilities,  duties  and 
tasks  of  incumbents  in  the  ritles  included  in  this  study.  The 
larger  interview  sessions  were  conducted  by  a  team  of  consultants 
and  notes  were  taken  on  the  discussions.     Exhibit  II. 3  details 
the  schedule  for  the  inter^^iew  sessions  and  lists  the  names  of 
the  people  who  participated  in  the  process.  " 


RESULTS 


The  results  of  the  survey  analysis  indicated  that  the  current 
salary  levels  of  the  Trial  Court  Classification  System  are 
generally  at  competitive  market  levels.     Trial  Court  compensation 
rates  are  above  published  market  rates  for  the  titles  of  Account 
Clerk  I  and  Data  Entry  Clerk  I;  below  market  rates  for  Legal 
Department  Manager ,^ Personnel  Manager  and  Systems  Analyst.  iTbe^ 
remaining  seven  titles  were  within  10%  of  the  published  rates  'il 
and,^^therefore,  ^e^'e  deemed  to  be  at  market  levfels^t  -'O 

CONCLUSIONS  AND  RECOMMENDATIONS:^   ic         •  s  /x  /  rs'j;.  c     stT     .f  ,  . 

It  is  our  co^ctasloa  that  the  Trial  Cbtirt^  cbmpensation- levels  are 
generally  competitive  with'' avail  able  published  salary  data  of :  y:  t- 
externa-l  aaLr^set'  Tates^Ji- While*  there  appears  to  be  a- pattern  .of : 
being  above  mi rket  rktes^at  the  lower  end. of : the  title'  hierarchy 
and  being:  bellow  market  levels  towards^^^^  the  upper  end ,  ther  bulk,  of 
the  titles"  are  at  marlE^tis  -  lfe- would  recomraeny  that  the  external 
market  be  surveyed  in  the  future  on  a  regular  basls^ to  confirm  of 
deny  the  above  conclusions. 


John  Leary,  Assistant  Clerk  Magistrate  -  Suffolk  Superior 
Court   (Civil  Division) 

John  O'Brien,  Register  of  Probate  -  Hampden  Probate  and 
Fajnily  Court 


This  advisory  committee  met  on  three  separate  occasions  to 
discuss  the  conduct  of  the  study  and  committee  members  made  all 
contacts  and  arrangements  necessary  to  set  up  the  interview 
sessions  conducted  during  the  week  of  January  5th  -  9tb,  1987. 

RESULTS 

The  results  of  applying  the  Job  evaluation  plan  to  the  duties  and 
responsibilities  of  the  titles  in  this  study  are  as  follows: 

-  Claiss  I  Titles      -  Grade  21 

-  * Class  ■  fx  Titles  -  Grade  19 
-""Class  III  Titles  -  Grade  18 


'•  i  odr: 


-  4 


The  above  results  from  th^' job- Evaluation  process  correspond  to 
the  following  establishfe^  ifealary  ranges  of  the  Trial  Court 
Classification  System:  ^ 

f> 1       >■    .. ,  ,. 


1  -J 


Class  I  Titles  -  Grade  21^  "  . - s  i 'i ■ 

•-■■>     u  'j:  ;  Step,  Rate 
'^l^'^-n  ^1.!:"  2j?.2i   I..,,  3  4  5'  6  7 

$39,701.95     41,506.5^    ^3-,311i22    .45,115.86     47,520.55     49,925.23  52,334.42 


Exhibit  I.l 


PUBLISHED  DATA  SURVEYS 


1)  Arthur  Young  Data  Base  -  Connecticut 

1)  Government 

2)  Private  Sector  -  all  Industries 

2)  (ECS)  Executive  Compensation  Service  Reports 

1)  Boston 

2)  Northeast 

3)  National 

3)  (BLS)  Bureau  of  Labor  Statistics 

1)  Boston 

2)  Worchester 

3)  Southeast  Massachusetts 

4)  Western  and  Northern  Massachusetts 

5)  Vermont 

6)  New  Hampshire  \- 

7)  Connecticut 

8)  Maine 

4)  (AMS)  Administrative  Management  Society 

1)  Boston 

5)  (PM3)  Personnel  Management  Services 

1)    Connecticut  '  --^ 

6)  (CBIA)  Connecticut  Business  and  Industry  Association^-^ 

1)  Connecticut 

7)  (IMPA)  International  Personnel  Management  Association 

1)  East 

8)  Prudential  Clerical  Salary  Survey 

1)  Boston 


Exhibit   II. IB 


QUESTIONNAIRES  DISTRIBUTED  AND 

Class  I 


RETURNED  BY  TITLE 


No.  Sent  No.  Returned        %  Returned 

Clerk  Magistrate  94  73  78% 

Recorder  1  1  100% 

Register  of  Probate  14  9  64% 

Sub-total  109  83  76% 

Class  II 

First  Asst.  Clerk  80  47  59% 

Deputy  Recorder  1  1  100% 

Chief  Title  Examiner  1  1  100% 

First  Asst.  Register  12  10  83% 

Sub-total  94  59  63% 

Class  III 

Assistant  Clerk  271  197  73% 

Title  Examiner  4  3  75% 

Assistant  Register  ^^^.,>,       ._35  30  86% 

Sub-total  310  230  74% 

Total  513  372  73% 


L  ORGANIZATION  OUTLINE 

CompJete  the  organization  chart  t>elow.  indicating  as  appropriate  the  TTTLES  of  tt^  positions  shown. 


Supervisor 


YOUR  POSITION  - 


Pears 

{Other  ifKSvkJuals 
who  report  directty 
to  yosjr  super.'isor) 


'  i 


Your  Direct 
Reports 


Number  of 
Direct  Reports 


o 
o 
o 
o 


{ 


II.  PRIMARY  FUNCTION  ~         -  -  ^ 

•  Stats  briefly  the  genera!  purpose  or  objectives  of  your  poaGorb 


If  yoty  po^tsof^  supervises  other  posHiofw,  *st  the  exXent  to  v.-hsh  you  &q  «rtvojv«d  in  dedsaons 
affectina  your  staff  regardng  pay.  hirvH].  or  termratk}^ 


2 


MAJOR  OUTiES  AND  RESPONSIBILITIES  (Cont'd) 


7. 


8. 


FREQUENCY 


W 


M 


9. 


10. 


11. 


■  ■'.C'.'Jvt 


12. 


4 


V.  WORKING  RELATIONSHIPS 

1 .  With  whom  do  you  have  primary  contact  within  your  department,  and  for  what  purpose: 
Contact  Purposo 


2.  With  whom  do  you  have  primary  contact  outside  your  department  and  for  wtiat  purpose: 
Contact  Purpose 


3.  Describe  the  type  and  frequency  of  supervision  and  (firection  you  receive  in  the  performance  of 
your  job.  (How  much  latitude  are  you  alHowed  in  determinir^  the  methods  to  t>e  i^ed  in 
performing  your  job?) 


4.  Describe  the  types  and  kinds  of  dedsiorts  you  rnake  or  judgrnerits  you  have  to  exeroM 


6 


VIII.  FINAL  INSTRUCTIONS 

Please  note  the  foOowing: 

1 .  Review  the  questionnare  to  make  sure  you  have  completed  each  question. 

2.  Sign  and  date  the  questionnaire  in  the  space  provided  below. 


Employee  Signature:  Date: 


8 


Exhibit  II. 3 
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9)     1st  Assistant  Clerk  Magistrates 
1/6/87 


10)  Assistant  Clerk  Magistrates 

1/7/87 

11)  Clerk  Magistrate 

1/7/87 

12)  Registers  of  Probate 

1/7/87 


13)    Assistant  Registers  of  Probate 
1/7/87 


14)    Assistant  Clerk  Magistrates 
1/8/87 


15)  Clerk  Magistrate 

1/8/87 

16)  Assistant  Clerk  Magistrates 

1/8/87 

17)  Clerk  Magistrate 

1/8/87 

18)  Clerk  Magistrate 

1/8/87 


Loring  Laraourex 
Mary  Pbelan 
Marie  Mazza 
Barbara  Collins 
Robert  P.  Murphy 
Harry  Jekanowski 
Robert  Martin 
Christine  McKay 
Terrence  Fuokes 

Malcolm  Cone 
Harvey  Chopp 

Robert  Lewis 


John  Daley 
S.  Czelusniek 
John  O'Brien 
Thomas  Hughs 
Robert  Peck 

Lawrence  Sisitsky 
John  Cross 
John  Sffioot 
Arthur  Havey 
Marie  Gardir 

Tom  Gallen 
Elizabeth  Jangrow 
Leonard  Tomaiolo 
Chris  Revey 

Robert  Fein 


John  Robinson 
Dick  Morrisey 

Marc  S.  Katsoulis 


Jerrold  B.  Winer 


Exhibit  II. 3 
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28)     1st  Assistant  Clerk  Magistrates 
1/9/87 


Ed  Suleskey 
Da  Prato 


29)    Assistant  Clerk  Magistrates 
1/9/87 


James  Sellon 
John  Teeven 
Bill  McEvoy 
Joe  Riley 


Department:    var  ioiis  Courts 


Primary  Function: 

Under  the  direction  of  the  Clerk  Magistrate,  this  position  is 
responsible  for  the  preparation  and  maintenance  of  court  papers  and 
records;  performs  legal  and  administrative  duties  as  set  forth  in 
state  statutes  and  court  rules. 


Key  Responsibility  Summary  Statements 


1.  Supervises  Assistant  Clerks  and  support  personnel  in  the  Clerk 
Magistrate's  Office. 

2.  Draws  orders  appointing  counsel  at  the  direction  of  the  court; 
arranges  for  hearings  and  notifies  counsel. 

3.  Assists  attorneys  and  pro  se  litigants  on  court  procedures. 

4.  Receives  and  files  complaints  and  petitions  from  attorneys  and 
pro  se  litigants;  maintains  docket  record  of  same. 

5.  Attends  sessions  of  the  court,  prepares,  accepts  and  preserves 
all  files;  records  minutes  of  orders,  judgements  or  directions 
of  court . 

6.  Issues  process  and  summonses  as  required  by  the  court.        .  ■ 

7.  Reviews  records  and  briefs  to  ensure  compliance  with  court  rules. 

8.  Accepts  and  records  all  fees  and  other  monies  received. 

(Any  position  may  not  include  all  of  the  duties  listed  above 
nor  do  the  listed  examples  include  tasks  which  may  be  found 
in  this  position.) 
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Register  of  Probate 


Department: 


Probate  and 
Family  rmirt 


Primary  Function: 

Responsible  for  the  legal  and  administrative  duties  as  set  forth  in 
state  statutes  and  court  rules;  exercises  executive  control  and 
supervision  of  the  Register's  Office. 


Key  Responsibility  Summary  Statements 


1.  Manages  Register's  Office  including  all  personnel,  budgeting,  work 
scheduling,  purchasing,  inventory  and  statistical  matters. 

2.  Care  and  custody  of  all  the  records,  books  and  papers  pertaining 
to  or  filed  or  deposited  in  the  Register's  Office. 

3.  Collects  and  disburses  court  fees,  fines  and  costs. 

4.  Receives  and  files  petitions  and  pleadings  to  court. 

5.  Issues  orders  of  notice,  stunmonses  and  citations. 

6.  Issues  process  of  attachment  and  execution;  and  warrants,  letters, 
licenses  necessary  to  effect  any  judgement  or  decree  of  court. 

7.  Consults  with  attorneys  and  the  public  regarding  court  procedures. 

(Any  one  position  may  not  include  all  of  the  duties  listed  above 
nor  do  the  listed  examples  include  all  tasks  which  may  be  found 
in  these  posit ions>,)  o  ^ 
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TTDTILE:    Assistant  Registers  I  Department:    Probate  and 

Primary  Function: 

Under  the  direction  of  the  Register  of  Probate  or  the  First  Assistant 
Register,  this  position  is  responsible  for  the  preparation  and 
maintenance  of  court  papers  and  records;  performs  legal  and 
administrative  duties  as  set  forth  in  state  statutes  and  court  rules. 


Key  Responsibility  Summary  Statements 


1.  Supervises  support  personnel  in  the  Register  of  Probate's  Office. 

2.  Draws  orders,  judgements  and  findings  of  fact  at  the  direction 
of  the  court;  arranges  for  hearings. 

3.  Assists  pro  se  litigants  and  attorneys  on  court  procedure/rules 
and  applicable  laws. 

4.  Receives  filings  from  attorneys  and  pro  se  litigants;  maintains 
docket  records  of  same. 

5.  Attends  sessions  of  the  court ;  prepares ,  accepts  and  preserves 
all  files;  records  minutes  of  orders,  judgements  or  directions 
of  court.  :  , 

6.  Issues  process,  summonses  and  writs  as  required  by  the  court. 

7.  Provides  research  assistance  to  Judges. 

8.  Reviews  documents,  records  and  reports  prior  to  presentation  to 
the  court. 


(Any  one  position  may  not  include  all  of  the  duties  listed  above 
nor  do  the  listed  examples  include  all  tasks  which  may  be  found 
in  these  positions.) 
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TOTLE:  Deputy  Recorder 


Department:    Land  court 


Primary  Function: 

Under  the  direction  of  the  Recorder,  this  position  is 
responsible  for  the  legal  and  administrative  duties  as  set 
forth  in  state  statutes  and  court  rules; 


Key  Responsibility  Summary  Statements 


1.  *  Supervises  the  Chief  Title  Examiner,  and  Chief  Engineer; 

directs  the  associated  professional  and  support  personnel 
in  the  Recorder's  Office. 

2.  Assist  with  acceptance  of  pleadings  and  petitions; 
approve  documents  submitted  regarding  Court  cases. 

3.  Advise  local  offices  on  the  resolution  of  legal  and 
procedural  Issues. 

4.  Prep  ration  and  presentation  of  ex  parte  matters. 

5.  Sign  Interlocatory  orders,  judgements  and  citations. 

6.  Consults  with  attorneys  and  the  public  regarding  court 
procedure. 

.  ei-j  :]Dk'Z.  <:. 


:i    '   Ki  --.    :yr  j    '2  o   I.  i      v  •  j  ■ 
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TinfLE:    Title  Examiner 


Department:  Land  court 


Primary  Function: 

Responsible  for  the  evaluation  of  title  abstracts  filed  with  petitions 
of  registration  and  confirmation  in  the  Land  Court. 


Key  Responsibility  Summary  Statements 


1.  Reviews  and  analyzes  title  abstracts,  survey  plans  and  other 
relevant  material  for  pending  registration  and  confirmation  cases. 

2.  Communicates  with  attorneys  and  field  examiners  as  to  case  progress; 
advises  same  as  to  necessary  material  needed  to  remedy  defects  in 
title  or  problems  in  abstracts. 

3.  Ensures  proper  corrective  action  is  taken  relative  to  title  flaws 
or  problem  abstracts. 

4.  Assembles  and  prepares  the  case  documents  for  Judicial  review; 
prepares  decree  orders. 

5.  Conducts  further  case  research  as  may  be  required. 
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